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Word 2016
« Getting started with Word 2016
« Using Word Design template
« Creating mailing list
» Creating table and formatting
» Track changes
» Creating Table of Contents
« Word count

« Save to One Drive and Co-Authoring
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10.30 - 10.45 u.

WNSUUTENIULATDIANLAZDINITING

10.45 - 12.00 u.

Excel 2016
« Getting started with Excel 2016
» Designing Workbook
« Using formulas and functions
« Add and format tables
« Add and format charts
« Analyze and chart data
« PivotTables and Pivot Charts

» Collaborate with others
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13.00 - 14.30 u.

PowerPoint 2016
« Getting started with PowerPoint 2016

« Build presentations from templates
« Editing Slide master

« Adding presentation objects

(SmartArt/Word Arts)
« Adding transitions to slides
« Adding animations to objects

+ Using Slideshow and Presenter View
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14.45 - 16.00 u.

Outlook 2016
« Getting started with Outlook 2016

« Working with Email: Send, receive, reply

and forward email

« Organizing Email using folders and message

rules, Searching Email

« Customizing Outlook: Automatic reply and

Signature

« Managing Contacts: Create, Edit, Import
and Export

« Using Outlook Connectors for mail merge

« Creating appointment, scheduling assistant
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